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Section 1 - Overview

1.1 - Introduction

This Help Manual is intended for the use of FPMs, RFPMs, and Representatives using the
FAASafety.gov site.

1.2 - System Requirements

Requirement Description

Web Browser Although most browsers will be able to access the site, for administrative
purposes, we recommend using Microsoft Internet Explorer 5.5 or above. IE
6.0 and above is preferred. The IE browser can be downloaded for free at
http://www.microsoft.com/windows/ie/downloads/critical/ie6sp1/default.asp.

You must have Javscript enabled and be able to accept cookies. These
features are enabled by default. These settings can be modified the advanced
features under the Internet options tab.

The FAASafety.gov site uses browser “cookies” to record data needed to
facilitate your online session. After a certain period of time, if you don't log
out, the system will automatically log you out and discard any cookies
associated with your session. The FAASafety.gov web application cookies do
not store any personal information.

You should also disable any popup blocking software that you might have
running. Many such utilities allow you to specify which sites are allowed to
use popup windows. Simply adding FAASafety.gov to the allowed list of your
utility should meet the needs for most administrative functions that require
popup windows.

Internet You must have an Internet connection and have your firewall configured to
Connection allow access to the www.FAASafety.gov website and its functions.

Screen The site is best viewed at 1024x768 screen resolution and above, although
Resolution 800x600 will meet the minimum requirements.

HTML Editor The HTML editor used for event and notice management also requires a
Windows 98 or later PC running Internet Explorer 5.1 or later. The spell
checking utility of the editor also requires Microsoft Word 97 or later to be
installed (see the “"HTML Editor” section for more information).

Adobe Acrobat To view flyers you must have Adobe Acrobat Reader installed.

1.3 - Definitions

Administrators refer to any user that has privileges above that of an airman, mechanic,
Representative, visitor, or user. FAASTeam Program Managers (FPMs), Regional FAASTeam Program
Managers (RFPMs), National FAASTeam Managers (NFMs), and super users are all considered
administrators in this context.

FPMs, RFPMs, and NFMs each have geographic areas of responsibility, with an FPM controlling the
districts, and RFPMs controlling one of 9 national regions. The NFM has control over the entire
nation. The super user will have control over all functionality. In some cases, a Representative user
will be able to perform some tasks in the administrative section. An aviation Representative logically
belongs below the FPM of a geographic region.
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Once an administrator has logged in, they have additional navigation items available in order for
them to perform their management functions. Higher levels of administrators will have more
functionality available.

1.4 - Further Help and Contact Information

Many issues regarding use of the site can be resolved by reading the help text located underneath
each select item. If you have specific questions that are not addressed in this manual or the help text
on the site please contact:

James E. Pyles

National FAASTeam Outreach Manager (NFOM)
1020 North Flyer Way

Salt Lake City, UT 84116-2984
james.e.pyles@faa.gov

801-257-5071
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Section 2 - Accessing the Administrative Sections

2.1 - Logging onto the system

Before attempting to log onto the system, you must register and be given administrative access.
Please contact your supervisor to be granted permissions for your area of responsibilities. You will
still be able to register and use the system, but will not be able to use the advanced features of the
site until your request for administrative access has been approved and set up.

Administrative users will log onto the system from the home page located at www.FAASafety.gov.

They may either log in on the left hand side or click the “Login” link in the top navigation. As seen in

the image below, the login information is located on the left hand side of all pages unless you are

already logged in. Administrators enter their email address and the password that they have been

assigned. Passwords are case sensitive. Upon successful logon, the administrator will be presented

with left hand navigation in place of the login boxes.
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Upon successful logon, you will be presented with left hand navigation. This will consist of the
standard user options as well as administrative tools respective to your permissions. The standard
options are the same for all users, regardless of permissions. These tools allow users to change
personal preferences and settings for the currently logged in user.
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Section 3 - Administrative Navigation

Depending on the permissions assigned to your administrative account, you may have the following
tools accessible to you. The administrative navigation is as follows:

Event Managoment

| Create a Mew Event

| Madify or Revise an Event
Approve Events

| Close Dut Events

| Event Template
|Management

Event Cost Report
| S$afaty Counselor Reports
Event Report Builder

Motice Managemant

Print Redgot
WMaragemont

Piiot Proficiency
Program - WINGS

Lendabio Assot Systom
Consymables

Loy Managemont
GContent Management
Systom Administration
faasafoly.gov Tools

ALL Library Managomont
AL Coarse Manaqgenrent
Help Reforopce

The new administrative navigation uses a drop down feature. Each function is provided with a
navigation header for example, Event Management, if you click on this, you will get the drop down
with each of the areas you manage. This new drop down navigation provides a much more concise
admin page where only the area headers are shown.

3.1 - My FAASafety.gov Home Page

The My FAASafety.gov Home page has been redesigned to list ONLY a few of the events with in the
user’s preferences. There are links so that the user can view ALL events that are within their
preferences.
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My FAASafety.gov Home

Welcome to FAASafety.goy! Below you'l see a list of events and courses which you are registered for or
that meet your preference criteria. To change your preferences, click here, You may also do an Event Search
to find rmore events on yolr favorite topics, If you have a need for information on a particular subject please
use the Site Suggestions function to et us know how we can help you with your safety needs,

Courses Icon Legend

[,;gi Beqgin/Resurme Course I a‘f‘l Withidraw From Course |q£i Rewiew Course i«i,! Wiesn Certificate

Course Title Description
The Art of Aeronautical Decision-  This course presents a framework For developing situational awareness, IQ_£_|
Making evaluating options, and making safe decisions, I:_

Here are a few upcommg evenis witfun 50 mies of 79810 and within 50 mides of B4723 .

Click here to show 3if spcoriing events.

Date Title and Topic Location / Distance
Qck 3, 2006 Approach and Landing- how well are 0@ Philadelphia, P& 19114 l_:jl
7:00 pm you prepared? E Yiew Map =
EAITIZZZ3 oo Aooraach and { anding- are pot 2141.6 miles from 84123

oreparec?
Qck 3, 2006 Do The Right Thing: Decision Making for Salk Lake City, UT 84105
7:00 pm Pilots Yiew Map
AFS012202 Topic: Do the fight Thing: Beckion Making for 5.8 miles from S4123

Filots
Ok 5, 2006 Ballistic Parachute Safety for Pilots and 0{’ Harmrmonton, M1 08037 |j'|
72:00 pro 1st Responders E’ Yiew Map =]
EAlT1Z2E22 Topic: Baliztic Parachule Safefy for Fioés and Z155,& miles from 4123

Firsf Responatars

There may be more 4pcoming events meeting vour preferences that are not shown bere.
Click here to show 3if events meeting vour preforehces.

3.2 - Event Management:
Event management uses the a Text Box Editor. The only requirements for using the new Text Box
Editor is having JavaScript enabled on your computer.

To access Event Management, click on the Event Management link in the left hand navigation and
you will see a drop down of possible options depending upon your permissions.

Create a Mew Event
Modify or Revise an Event
Approve Events

Close Out Events

My Event Templates
Event Cost Report

Event Report Builder

3.2.1 - Create a New Event

To add a new event, click on “Create a New Event,” which walks you through three pages of
information you will need to specify for the new event:
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Basic Event Information
Distribution Criteria Selection

Estimate Event Costs

3.2.1.1- Event Quick Bar

You will notice that at the top of each of the event creation screens, you will have an “Event
QuickBar”. This utility allows administrative users to move to any page in the event creation
process without first completing previous pages, as it currently functions.

You will have the ability to link to “Event Details”, “Distribution Criteria”, “Cost Estimates”,
and “Submit Event” without first having to enter all required fields.

wiarking Event: (no tibe) Your Region: NM [Nerthwaest
Mountain Region)
Date: Thu, Oct 12, 2006 at 12:00 AM Select Mumber: NMOD12389

Event Details Distribution Criteria Cost Estimates Submit Event

3.2.2 - New Event

The figures below show the first event creation page where you specify basic event information
(you will need to scroll to the end of the event creation page to see its entire contents).

The general event information page will not have a default value selected for “am/pm”. The
event administrator must select one of the two options. If the event administrator attempts to
submit the event without selecting “am” or “pm”, an error will be reported.

Working Event: (no fife) Your Region: NM (Northwest
Mountain Region)
Date! Thu, Oct 12, 2006 3t 12:00 AM Select Mumber: NMO012389

Event Details Distribution Criteria Cost Estimates Submit Event

Use the form below to enter your event information,
@ indicaters o required Fald @ indicater an eror}

® Event Date and Start Time loct |12 ~|2008 %ot 12 »|: |00 = ‘ |
Enter start date and time here, For multi-day  —————L——l—— "l 1t L —
ewerts, enter sdditional svent date and tine
information in the description sections below,

Vou may ot schedule am event for aidmight.

* Title of Event
128 character maxinum
When pasting from 1S Wiard, please dick the *Clean M5 word HTML® buttan,

|

® Location / Name of Facility
Ertter the name of the location For this event 1
(i, "Rocky Mountain College")

® Address and Zip Code Do not enter city and state.
Only enter the street address here, Do :
not enter ity and state, The city and state ‘ {address line 1)
will be retrieved based on the zip code you ‘ fsuite or bldg #)
anter,

Show the Map Link? O Yes & Mo

(Select Yes if the address sbove is a valid street address)

® Nearest Airport
Ertter the 3 or 4 letter airport code of the |—
nearest airport

® Directions and Room Number
Kesp directions concise
Wihen pasting from MS Wiard, please dlick the *Clean MS Wiard HTML buttan,

B 7O |4 W
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® Event Topic
128 character maximumm
‘ithen pasting from MS Word, please click the "Clean MS Wiord HTML® button,

13

|

@ Brief Description of Event
This text appears on Avers and on event praviews, Your content rust fit onoa
single page For the POF Ayer, You will be warned iFit doesn't,

then pasting from MS Wiard, please click the "Clean MS Wiord HTRL®
buttan,
B 5 oU | g

# Full Description of Event & Acknowledgement of Industry Sponsor(s)
Include datails not atherwise enteraed on this form,
rhen pasting from MS Wiord, please click the *Clean MS Word HTML® button,
S
= is

b BB iZisiEE
B I U |Font v |size v A B @B

Dssion | [ HTML |

® Sponsoring FAA Facility T
FEL:, Bir Teaffic Contral Faciliby, ete, |

#* Speaker(s) |

Separate multile speakers with comras,

# Allow Online Event Registration?
IF yes, vou must complete the seats and
nobfication walues below, @ ves O Mo

® Total Available Seats and
Notification Threshold Yalue
‘When this percentage of seats have been
registered For online, you will recaive 3

atification emal, a total seats; natify me when EES _i% are filed.

® Contact Information Name [zmes Mckerma
Phone [ (oooyooo-oomo

Email fibistripes@hatmai.com
* Fly-in or Not? O ves @ Mo
* WINGS Credits Currently Unavaliahle for Selection

Additional Public Event
Documents
‘fou may upload additonal PDF Rles for this

zvent, These Ales will be available to the Y
public for wiswing. Do NOT upload the Do not upload a flyer here. You can do this on the next page.

event flyer herat This can be done on the  CliCK_here to upload files
next page, No files have been yoibaded to the sarver.

| Save in Pr: IIC Fiyer |

Event Details Distributi

Enter the information as requested in the fields provided.
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Spell Checking and Formatting
*If you are cutting and pasting from Word, before doing any formatting of the form you need to click
on the “convert Word"” 2 icon.

Some fields will have an icon next to them for spell checking that looks like this: 4| We strongly
recommend that you use the spell checking utility, as it is easy to make and submit events with
spelling errors. The spell checking utility works exactly like the utility that comes with Microsoft
Word.

The “Directions and Room Number,” the “Brief Description of Event” and the “Full Description of
Event...” fields all use the HTML editor to give you some control over the text formatting. For the first
two fields, the editor allows you to use bold, underlined, and italicized text that will be displayed both
online and in the printed flyer. For the third field, you have more formatting options because the
content will only be available online. You can copy text from a word processor and paste it into these

fields. If you copy text, please be sure to use the “convert Word” 2 icon, or right click in the

field and use the “Paste as Text” option. Using Ctrl-V to paste is discouraged and could lead to
unexpected results. You should also know that these fields are not printed on the flyers exactly as
they appear on this page.

Google Map Preview

This feature allows administrators the ability to preview the map while they are creating the event.
By clicking on the Preview Map button, the administrator can verify that the correct map is being
displayed by Google Map and make corrections if necessary.

After clicking on the Preview Map button, a pop up screen will appear similar to below*:

*Note: the user must have pop-up blockers turned off in order for the system to provide the below
screen.

The user can then click on the link to view the Google Map map that will be provided to users
accessing the site. The administrator should verify that the map is correct.

Previewing the Flyer

We strongly recommend that you preview your printed flyer (if applicable) by using the “Preview
Flyer” button before proceeding to insure the accuracy of the flyer. A PDF version of the flyer will
open in a new popup window and will be filled with the information currently on your event form. If
the flyer does not look correct you should correct the content on the page and preview it again. You
can also attach a custom flyer you have created (as long as you have the ability to create PDF
documents). More information about this will be provided in the section that describes how to select
a flyer and distribution costs.

Uploading Additional Event Documents

To upload additional documents that will be publicly accessible, you may click on the “Click here to
upload files” link in the “Additional Public Event Documents” section. This will open a popup window
allowing you to upload additional PDF documents that you wish to have available with your event.

FAASafety.gov version 5.0 Help Manual 1
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L_r Upload a File

To upload 4 file, click the Browse button to locate the fle on your machine, then
click Add. NOTE: You may only upload PDF documents to be attached to an event.
It may take guite some time after pressing the Add button in order to upload the
file you have selected. Be patient.

* File to Upload

: Browze. .,
[tose |

< >

Clicking the “Browse” button will bring up your local file browser so that you can select a PDF
document to upload and attach to your flyer.

Note that any document you upload using this tool will be publicly available to users on the SPANS
web site. If you have sensitive information that needs to be sent with a flyer, you must send it via
regular email.

Saving and Continuing

After completing the basic event information, you can either click "Next Page" to proceed, or "Save
in Progress" or you can “preview flyer” which will be sent to airmen not using the email
notification system.

If you select "Save in Progress," any information that has been entered in this form will be saved,
but it will not be submitted for approval. You can then access this event again by clicking on the
“Modify or Revise an Event” link from the left hand navigation. Using the “Save in Progress”
feature will allow you to finish creating this event at a later time.

To proceed to the next step in the event process, click the "Next Page” button. If event information
is missing or not entered incorrectly when you click on "Next Page” you will be allowed you to
proceed and errors will be shown in red text above the fields needing correction when you submit the
event for approval.

The next page is where you will provide distribution options.

3.2.2.1 - Select Distribution Criteria
How to Distribute Notifications

If you wish to post this information on the web only, you can skip the distribution criteria selection
step and simply click on the "Next Page” at the bottom of the form.

Notification distribution refers to the geographical selections, user type selections, and airmen
certificate selections. You will also specify how the notification is distributed, and you will have the
option to provide a custom flyer.

The first items to complete on the Distribution Criteria is to select the date you want to notify airmen
by also if you are sending this notification by postal mail, you must also select a date to send this
information to the print facility.

The Date to Notify Airmen is the date that the SPANS system will send out email notifications to
airmen. This is defaulted to 14 days. It is recommended that you select a date 4 weeks or more prior
to the event in order to allow airmen ample time to review and sign up for the event. This option has
no effect if you select email only as your distribution parameters.
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The Date to Send to Print Facility is the date that DAPS will be instructed to send out postal flyers
for this event. This option has no effect if you select to send email notices or simply post the event
on the web only. The system will require you to give the print facility a minimum of 16 days advance,
it is recommended to give at least 21 days notice and the system defaults to 21 days.

Select Distribution Criteria

nforking Eweants Your Region: MM (Morthuast
Mountain Region)
Crate: Thu, Oct 12, 2006 3t 12:00 AM Select Mumber: NMIDD 12389

Event Details Distribution Criteria Cost Estimates Submit Event

In this step, you will select your criteria for distributing the event notice,
when selecting geographic parameters, you may dlick the # icon to remove a specific selection,

#Date to Notify airmen

This is the date emails will be sent

to SPAMS users, E__SED "_g 28 ¥ ; 2006 "' You should allow a 2-week lead tirme,
#*Date to Send to Print

Facility

Thiz iz the date that th int | | [P | ——— ]

Fariity wil receine this print job, | 520 | 28 [v]| 2008 | Recommended lead time of 21 days,

U Save Load
Total Distribution Statistics Add Set @
FAASafety gov Users

Users which are Opted Out

Yiou have hot defined any selection sefs.
Crozte 3 Mew Sot

Total Emails to be Sent
Alrmen frowm the Registhy
fnvalid Postal Addresses
Total Postcards to be Sent
Graned Total Notified

o M T e e ) R o 8

Use the "Mooy Set' iink above, or click "Aad Set"to create a new set

After selecting the date to Notify Airmen and the Date to Send to Print Facility you can now select the
distribution criteria.

Selecting Distribution Criteria

To select a distribution range, click on the Add Set in the upper right hand corner of the Distribution
Criteria screen. You will notice that you are now presented with three criteria sections, Geographical
Criteria, Certificates and Ratings, and User Types. You can also provide a name for this particular set
so that it can be saved for future use. The default name will be Set #1, Set #2, etc.
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Distribution Criteria

User preference New Evant Notifications

Total Distribution Statistics Add Set @
faazalety gov Users i} @ Web Only Set#1 W,
Uszers which are Opted Out (i} Modify Set Delete Set
Total Emails to be Sent o
Afrmen from the Registry a
Invalid Postal Addresses o]

Total Postcards to be Sent ]
Grand Total Motified o

Name of This Set § Distribution Statistics and Options

[set 21 | =[]0 emails &[]0 postcards Uncheck both

i f for web-only
[ Geographic Criteriz | [Cerificates and Ratings |

Zip & Radii 2 Add Certificates / Ratings 2|
None selected e
Counties (3]
States O] | User Types
Nore zsslecied Add User Types 19
Districts D] Alf pelected

3.2.2.2 - Geographical Criteria
You can select to distribute by:

Zip Code & Radii

You have the option of selecting a zip code or City Name and a radius. If selecting a City Name you
must enter the entire name and then click on the Green Arrow, this will list out possible city matches,
with the corresponding zip code. You then select the city you wish and after selecting the radius you
wish, click on the ADD button and this will modify your distribution criteria.

2N hitps:/beta.faasafety.gov - Federal Aviation Administration - F... E]@@

L Zip Code Selection

Zip Code City Name

| IS | ]

Radius from

!mnes (select a city or zip above)

= | >
:ELIDone é a Internet
Counties

You also have the option of selecting counties within a state. Simply select the State from the drop
down list, and then select the counties you wish to include. You can use the Shift or CTRL keys to
select multiple counties then click on the ADD button and this will modify your distribution criteria.

States

You also have the option of selecting an entire state. Simply select the State from the drop down list,
you can use the Shift or CTRL keys to select multiple states then click on the ADD button and this
will modify your distribution criteria.

Districts

You also have the option of selecting by districts. Simply select the district from the drop down list,
you can use the Shift or CTRL keys to select multiple districts then click on the ADD button and this
will modify your distribution criteria
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Certificates and Ratings

after selecting the geographical criteria you can then select the certificates and ratings. Click on the
Add Certificates/Ratings and then check the specific boxes you wish to add to the distribution criteria.
After you have made your selection scroll down and click on the Save Selection button.

A https://beta. faasafety.gov - Federal Aviation Administration - FAASTeam - FARS... (2B

Lr Certificate and Rating Selection

| Aidine | i i i .
| Tmnsport | Goamemizl | Frivate | Stidemt | Spod | Recreationa!
Pi|0t5 i Pitat . Pitat | Fitet | Pitet | Pilet | FPilot
[ Ghect for it Pitots, uncheck for none. R |
] Pirshie ] !
[ Airene Multsrgins Lard

[[]#ilzne Multsngine Land Lirited to
Center Thrust

[]#irplane Single Engine Land

O

O

-l

[]#irplane Multiengine Sea j T
O

O

oo

[T]#irplane Single Engine Sea
[]tighter-than-air Fres Balloan
[]lider

DGhder Bera Tow Only

DGhder Ground Tow Only

[] lider Ground Tow and Seff Launch
[]Glider Seff Launch

[ Reteraraft Gyraplane

[
[

[ Retorrsf Halicopter ! )
[]strument Airplane ! ] !

o e Y
L e 1 i i

i i i
[ tnstruiment Helicopter ! | i

Instructors : : g
Check for ail lnstractors, sncheck for | Authorized Al sstrrctor : Flight mstictor ' Grourd drstuctor

none [l : Ll i [l
[JAdvancsd T T i 0O
[]#irplane Multiengine O
[]#rplane Single Engine i i O i
[]Basic 0 &
< >
&] Done S @ Internet

User Types
If you wish to select specific user types, click on the Add User Types and then check the
appropriate boxes, then click on Save Selections.

<2 https:/ibeta.faasafety.gov - Feder... E][EJE]

L User Type Selection

[ Administrator
Clnem

CIrRmeM

Clrem

Carc

[IRepresentative

< | >
@] Done é e Internek

3.2.2.3 - Total Distribution Criteria (NEW)

Note: The system will allow events to be created outside the creator’s area. Care
must be taken to monitor the number of airmen invited, and the cost involved.
When the event is submitted for approval that goes outside the region, a visual
indicator is given to the approver.
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After selecting the distribution criteria you can now select to either send this information via email,
postal mail, both or only put the information on the web.

You will notice that after you select the various geographical, certificates and ratings, and user types
that a red Update button shows up in two places, one next to the Total Distribution Criteria and one

next to Distribution Statistics and Options.
Distribution Criteria g]

Save load

User preference New Event Notifications
Total Distribution Statistics
feasafety.gov Users

Users which are Cpied Out

Total Emails to be Sent B51
Airmen from the Registry 5 ag5
Invalid Postal Addresses 4
Total Postcards to be Sent 2,481
Grand Tofal Motified 3

f{aﬂe_ﬂt@%ﬁfl‘ Distribution Statistics and Opiion.
[set#r | (] 0 ermais
| Geogrephic Criteriz | [Centificates and Ratings |
Zip & Radii <] Add Certificates { Ratings 9]
L] 84123, 10 miles (Salt Lake Ciy, UT) None seilecied
Counties [3]
None zslecied
States [0 [User Types

Add User Types ]

All gelectad

None selecied
Districts 2|

Nons zetected

You must select emails, postcards, or both by checking in the box next to Emails and postcards and
then click on the Update button. The system will then calculate, based on your distribution criteria,

the number of emails and postal mail that will be sent.

Distribution Criteria

User preference New Evant Notifications
Total Distribution Statistics
feasalety.goy Users
Users which are Qpted Out
Total Emails to be Sent 0
Airmen from the Regisiry 0
Invalid Posial Addresses
Total Postcards to be Sent 0
Grand Total Notified [

= 851 sSet#1 1
El 2481 Modfysa Celste Set

MName of This Set § Drstrrbuhm Stafistics and Opfions a8
%_SE'E_# | —[7] 851 ermals &1 12,481 postcards
| Geographic Criteria | [Certificates and Ratings |
Zip & Radii 9| Add Certificates / Ratings ']
#%| 54123, 10 miles {Saft Leke City, UT) None selegted
Counties 2
B [User Types
None ssfecied Add User Types 12|
District @ Al zelected

Then you can check the distribution statistics by clicking on the Update button next to the Total
Distribution Statistics. The system will then display the number of users that will receive email and

postal mail.
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Distribution Criteria

User preference New Event Notifications

Total Distribution Statistics Add Set @
faasafety gov Users 930 e | 831 Set#1 s,
Users which are Cpied Out 79 & 2,451 Modiy Set e
Total Emails to be Sent 851
Afrmen from the Regisiry 2,485
Invalid Postsl Addresses 4
Total Postcards to be Sent 2,481
Grand Tofal Motified el

‘Modify Set" above or ciick "Add Set”

You can then modify the set, add another set, or delete the current set. If you select to delete the
set, you would be presented a screen where you must verify you want to delete the current set as
displayed below.

Distribution Criteria

User preference New Event Notifications

Total Distribution Statistics

faasafety gov Users 30 | = 851 Set#1
Users which are Cpied Out 73 & 2,481 Modiy St
Total Emails to be Sent 851

Afrmen from the Registry 2,485

Invalid Postal Addresses 4

Total Postcards to be Sent 2,481

Grand Total Motifted 3,332

Are you sure you want fo permanently delete this set from these sefection
parameters?

If you select to Modify the set, you will be presented with the same option to modify the
geographical criteria, certificates and ratings, user types and the option to remove the check box on
emails or postcards.

If you select to Add another set, you will then go through the same steps you used to create the first
set.

*Total Distribution Criteria Definitions
faasafety.go Users— This is the total count of users in the database that meet the criteria you have
selected.

Users which are Opted Out — This is the count of users that are in the SPANS system, but have
chosen NOT to receive new event notifications on their preferences page.

Total Emails to be Sent - this is the number of users less the number of users that have opted out.

Airmen from the Registry — This is the number of airmen from the OKC database which have not
provided an email address, but meet your selection criteria and will receive postcards.

Invalid Postal Addresses— This is the number of users in the system that have had postcards
returned to SPANS and have been removed from the list of users to receive postcards.

Total Postcards to be Sent — this is the number of users less the number of users that have invalid
postal addresses.

Grand Total Notified — This is the sum total of Emails to be Sent and Total Postcards to be Sent.

Saving and Loading Distribution Criteria
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Distribution Criteria E]

User preference New Event Notifications Save Load

Save — This icon allows you to save distribution lists so that they can be used again at later times.
This can be a big time saver if you find you are sending out notices to the same people multiple
times. Simply click no the Save, provide a unique hame and click no the save button. *Please note,
that only one saved set can be loaded! If you need to load more than one set, you must do it
manually by clicking on the Add Set button.

Load — This icon allows you to load previously saved distribution lists. Select from the list of previous
saved lists and click on link and the distribution criteria will be loaded. *Please note, that only one
saved set can be loaded! If you need to load more than one set, you must do it manually by
clicking on the Add Set button.

Flyer Type and Cost

*Flyer Type Flyer Type / Cost
Printing costs are provided fior

C t Print Funds for NM
each fAver bype based on the L s Of

selection criteria abowe, Do not use a flyer Auailable, Unallocated Fund:  $100,439.09
Cost: $0.00 Allocated Funds $0.00
NOTE: If you do not select Allocated Funds + S0

"Standard Postcard", you musk Approved Funds

upload a custom Flyer in the
Fiald below, unlesz you select "Mo @ Stangard Postcard

Fhyer", Cost $351.59

($394.62)
%100,439.09
$0.00

Jtaficied femsindicate automatic
POF generation,
Ccustom Postcard MO funds have been allocated to

Cost $351.55 Ithis event 1] 1

O 2-Page BS x 11
Cost $1,406.20
#Custom PDF Flyer
Oy if you selected & Ayer bype. Yo select number is NMO0Q 12383,
r 2 £

above that requires a PDF 7 =
docurnent, |[ OISR, .. ]

[ Previous Page | [ Next Page |
Event Details Distribution Criteria Cost Estimates Submit Event

You will have the ability to select from either Do not use a flyer, a Standard Postcard, which is
an automatically generated PDF file that will be sent with the flyer information, or upload a Custom
Postcard that will be sent. Each of the options has an estimated print cost based on the number of
flyers that would be sent from the criteria you selected above.

Selecting the “Standard Postcard” option will instruct the SPANS system to automatically create a
generic PDF flyer to send to DAPS. This is the auto generated flyer. If the generic flyer is not
sufficient for your needs, you can create your own PDF or Word flyer and upload it to the SPANS
system in the “Custom PDF or Word Flyer” field.

Note: You must have the correct SPANS generated select number on any flyer
To you want to upload in place of the SPANS generated post card. It is located in
“green” just above the Custom PDF file box.

upload the flyer select the “"Browse” button of the Custom PDF or Word Flyer section and select
from your local computer the file to be sent. When you click the browse button, you will be directed
to a folder on your computer. You can then select which file you want to upload from your computer
by clicking on it. You can then double click on that file, or click on the “Open” button. That file will
then be listed in the field.
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Allocate and Unallocate Funds

After you have selected the correct flyer type, you can click on the “Allocate” button. This will allocate
the funds for this particular flyer and will tie up the funds for this particular event. If at any point you
would like to Unallocate funds, simply click on the Unallocate button and the funds will be removed
from the Allocated Funds.

Once the “Select Distribution Criteria” screen has been completed, you can select the Previous
Page, Next Page or the Save in Progress button. The Previous Page will take you to the Event
Detail Page, the Next Page will continue to the next page of the process. “Save in Progress” will
save the event information that can be returned to and finished later. If there are errors on the
page, they must be corrected before continuing.

The next page of the event process is to estimate the event costs.

3.2.2.4 - Estimate Event Costs

If you click "Next Page" you will be taken to an Estimated Event Costs page. This page allows you
to estimate the cost of the event.

Estimated Event Costs

[

Wiorking Event: Your Region: MM (Northwest
Mountain Region)

Crate: Wed, Oct 11, 2006 at 12:00 AM Select Mumber; NMOOD12383

Event Details Distribution Criteria Cost Estimates

I this step, you will provide estimated costs for this event,

® Estimated Event Category Cost Funding Office
Costs 7 T
e e Mailer Cosks $351.55 Printing Funds
to be: O
50,00t ® Room % [select code] %
0D setup L = Mt —
$5.00 /100 pes, ® Speaker & [select code] v
7,031 roailers ® Travel ol —
k2 )
$351.53 tobal mailer cost ® Equipment § =
® supplies [

To add a cost item, select the type and fill in the values below,
0 [l [select code] v T

Total Estimated Costs $351.55 UPDATE

[ Previeus Page | [ Submie |
Event Details Distribution Criteria Cost Estimates m

You MUST enter an amount in each item even if the costs are zero. You will need to select a
funding office even if the amounts are zero. If you leave any cost amounts blank, this page will
display an error message in red indicating that must provide costs, even if they are zero.

You may add additional cost areas by using the area in green to add new items. Once you have
entered the new item and cost click on the “add item” link. To remove additional items click the
“remove” link.

This page is the final page in the "Add an Event” section

Upon completion of this page, you can “"Submit”. The event is then sent to your supervisor for
approval.

After your event has been approved or declined, you will receive a confirmation email message
indicating the status of this event.
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3.2.3 - Modify or Revise an Event

When you click on this link you will be presented with a list of events that have been entered into the
system as shown below. From this screen, depending on your permissions, you can Modify, Delete,
or find the status of an event. You can also search for an event by clicking the link in the text.

Event Management

Thiz page lists events in your region o district, regardless of criginator, Events that you have autharity to
rmodify, approve, revise, or cancel will have the appropriate inks available to you, To search for other events,
you can petform a search by clicking here,

Icon Status Legend

E Registration Available ﬁ Fly-in Event a Cancelled Event \\) Event has Passed
0 Map and Directions Incomplete Event L_:} ‘Waiting For Approval @ “Waiting For Revision
FJI Register For Event |_,rj Modify Registration __gj Unregister
:-L_;_“Lj_l Cancel Event ,[ﬂ_‘ Revise Event |L§ Modify Event ;I_]] IIE:FeDanEEEEtration

| Delete Event ,L_ba' Approve Event |3 Close Event j Create Template

ks 1 to 100 of 17 kokal Show me results per page
Date ¥ Title and Description Location / Distance
Sakurday ‘Airworthiness for Airmen’ 0{’ Broarmfield, CO 80021
Sep 30, 2006 Topicr Maintanance and factors affecting 3'} Yiew Map
7:00 am aparafians Far piokr and arcraft machanics. 397.9 miles from 34123
MMO312356 & day of Free FAA Safety Seminars covering operational and

airworthiness subject areas applicable ta all airmen and aircraft
mechanics. Pilobs may receive a "wWings" card and mechanics will
receive credit for renewal for each hour of class they attend.

Saturday Wings Seminar and Angel Flight Fly-in 00 Aurora, OR 97002

Sep 30, 2006 Topic: Runway rafefy, accidanis and E ¥iew Map

10:00 am managing Fef-moosed sfrawy 64,8 miles from 84123
MMdaiz18z Angel Flight is hosting a Flv-In For all area pilots in conjunction with

a "Wings" seminar presented by the FaASafety Team,

@

Administrative Icons

The following administrative tasks can be directly accessed by clicking on the appropriate icon found
to the right of the event. The icons only show up when it is appropriate, e.g. a close event icon will
not show up until after the event has passed.

Cancel Event- A user with appropriate access can cancel an event. A cancellation email will be sent
to all users with email that have registered online for the event. Cancellation notices will not be sent
if the event is not in an approved state.

Delete Event- When you click on this icon, you will be provided the basic information about the
event and then will be asked to either send out the cancellation via email or to not have the
cancellation sent by email. You will then be asked to confirm the deletion of this event. The event will
be set as “cancelled” and will appear as a cancelled event to airmen.

Modify or Revise Event- The revise event icon will show next to an event that has been submitted
for approval, and then returned for modifications before approval is finalized. Clicking on this icon
will allow you to modify the event, and see what suggestions for modification were made.

Approve an Event- Events can be created that include areas outside of the creator’s district or
region. Care must be taken to monitor the number of airmen being invited, as well as the costs
involved. When an event is submitted for approval that goes outside of the region, a visual indication
is given to the approver.

Modify Event- when you click on this icon you will be presented with the information already saved
in the system for that particular event. You can then make any desired changes and save the data.
Any airmen that have registered for the event online will receive a notification if time or location of
event has been changed.

FAASafety.gov version 5.0 Help Manual 20



Close Event- The close event icon will allow a user to close an event that has already passed. The

details of what is involved in closing an event are explained in the Close Out an Event section 3.2.4

below.

Event Registration Information- When you click on this icon, you will be provided information

about the event, as seen by the Event Statistics screen.

Event Registration Information

Belowr are the event statistics for the event you selected. Click here to return to the event list.

Event Information

Event has been online for:
Number of Registrations:

Seats:

"B - Alpha - 2"

Thursday, March 30, 2006 at 12:00 PM
Located at:

asdf

asdf

Centervile, UT 84014

21.3 days

0 registrations, 0 attendees.
(Show Reqistrations) Click here to print

15 seats, 12 remaining.

Distribution Criteria

User preference New Evont Notifications

Total Distribution Statistics
faasafety.gov-Ussrs 721
Uszers which are Opted Cut 59
Total Emails to be Sent 662
Afrmen from the Registry 1,999
invalid Postal Addresses 2]
Total Postcards to be Sent 1,999
Grand Tots! Notified 2,661

51 662 Set#l
E1 1,999 ViewSst

Click here to download a CSV of faasafety.gov Users meeting these criteria

Click here to download a CSV of Airmen Records meeting these criteria (Airman

Registry)

(Note the files above may be large, so be patient with downloads.)

You have the option to show the list of registrations for an event, or print the list of attendees for a

given event.

3.2.4 - Event Close Out

When you click on this link you will be able to see a list of events that are passed, but have not been

closed out. You will have the following links (depending on your permissions):
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Event Close Out

Locate the event in this list that you would ke to close out,
Icon Status Legend

E Reqistration Available @ Fly-in Event @ Cancelled Event J Ewent has Passed
0 Map and Directions Incomplete Event L\} Waiting for Approwval @ ‘Waiting for Revision

I}jl Unreqister

[¥&| Event Registration
|.|l—_|].| Infarmakion

|E8| create Template

Date ¥ Title and Description Location / Distance
Tuesday AOPA Air Safety Foundation Seminar »;) F Mounktain Wiew, CA 94043
Mow 1, 2005 Topic The £ asé e Mies ¥iew Map

7:00 pm The seminar focuses on techniques which will make those last few  618.5 miles from 84123
MMO07I77 miles both safe and enjoyable. You will learn: * Three good reasons

to descend early...and one time when it waould be a big mistake !
*ihen straight-in approach can be both safe and legal. *How to
safely handle traffic pattern conflicts. *Plus much more techniques
that vou should be aware of,

Tuesday Flying After Hours \‘) Grand Junction, CO 81506
Sep 19, 2006 Fapicy GPS For WER Oparalions 215.5 miles from 84123
7:00 pm This course offers a clear explanation of how the Global Positioning

MMO311965 System (GPS) works and how it can be used to make YFR

flying more efficient, enjoyable, and safe.

When you click on the “Close” link, you are presented with an Event Close Out form. You have to
complete all fields on this form in order to close the event. See form below.

Once you select the event to close out you must enter the actual costs associated with the event.

Each field must be entered to close out the event. When completed, clicking "Close Event” will save
the data and close the event.

Event Close Out

In order to cose out this event, you must enter the finalized costs for this event.

Event Title and  "A0P2& Ar Safety Foundation Seminar” on Tuesday, Novermber 01, 2005
Select Number — NMOO7977

@ Total Attendees

# Final Event Category Estimate Actual Cost Accounting Code
Costs - i - I }
Raoom $0 § | |[select code] )
® spesker 40 o | |lsslectoode] v
® Travel $0 $ :_[_select code] "
® Equipment $0 $ [select code] ¥
® Supplies 40 § E_[seleu:t code] V_.
® Mailer Costs Al § : [select code] \;:
[Food v §0 | |[sslectcoce] v|  moome
Total Costs  $0.00 UPDATE
DAPS Print Cost  $0.00
Event
Attendees Attended Name Email
Add Attendee
Additional
Comments
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3.2.5 - My Event Templates

Templates can be created for Events. Common event locations, directions, topics, descriptions, etc.
can be saved, greatly reducing the time to create similar events.

Event Template Library

On this page you will find a list of your personally saved event ternplates. To create a new event template,
click here.

Icon Legend

Create Event from

!lj | Add Template ![:é' Modify Template i_'_] | Delete Template Memplats
Template Name Date Created
FAASafety Event Template April 25, 2005

To create a new template you can click on the text link in the instructions, or on the “+" symbol to
the right of the template list.

Once one or more templates exist, each one will have to option to modify it allowing new changes to

be made. Any template in the list will also have an icon to delete it, and an icon to create a new
event using the template.

Add a New Event Template

To create a new event template, simply fill in the fields you desire below. &ny fislds you leave blank will stay
blank when you create a new event from this ternplate. When finished, press the Save button at the bottom
of this page,

@ jndicater a reguired fald, @ indicater an arvorl

# Event Template Name
This is the narne that you will refer to this ternplate,
Mobody else will zee this narne,

This screen allows you to create an event template. Once you have given the event template a name,
you can fill out any fields as you normally do when creating an event that you feel will be the same in
multiple events. Any fields you believe will change frequently can be left blank and filled out on an
individual basis as the actual events are created.

3.2.6 - Event Template Enhancements

Event templates will now be able to be created from currently in-progress or saved incomplete
events. This can be created by simply clicking on the Create Template Icon on any event that has
been saved.

Event Management

This page lists events in your region or district, regardless of ariginator, Events that you have authority to
modify, approve, revise, or cancel wil have the appropriate links avalable to you, To search for other events,
you can perform a search by dlicking here.,

Icon Status Legend

. Registration Awvailable Fly-in Event "X Cancelled Event (.2 Event has Passed
= Q 2 9
0 Map and Directions ,-l Incomplete Event |_:‘ Waiting For Approval @ Waiting For Revision
;j7 Reqgister for Event -:'g Modify Regiskration i_‘d. Unregister
IL_a_ Cancel Event |_[§j_! Revise Event |@| Modify Event I|!l]£| IE:';EDTEEEEEU&“DH

|z} | Delete Event E' Appraove Event |E Close Event |§| Create Template

Results 1 to 10 of 18 takal Show me results per page

Date ¥ Title and Description Location / Distance
Sakurday ‘Airworthiness for Airmen’ o@ gy Broomfield, CO 80021
Sep 30, 2006 Topic: Mainfenance and factors affecting .Bi' Yiew Map
7:00 am oparations for pipte and aircralft mechanics. 397.9 miles from 54123
MIMO3 12356 A day of free FAA Safety Seminars covering operational and

airworthiness subject areas applicable to all airmen and aircraft
mechanics, Pilaks may receive a "wings' card and mechanics will
receive credit For renewal for each hour of class they attend.

Create Event Termplate Fram this Event
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3.3 - Event Registration Administration

Event administrators can add or remove users from the event registration. Using this tool will send an
email to the registered users (if desired). By clicking on the Event Registration Icon, you will be
presented with an Information screen as show below.

Event Management

This page lists events in your region or district, regardless of originator, Events that vou have authority to
modify, approve, revise, o cancel wil have the appropriate links avalable to you. To search for other events,
yiou can perform a search by clicking here,

Icon Status Legend

3 Reqistration Available @ Fly-in Event 6 Cancelled Event '& Event has Passed
0 Map and Directions D‘ Incomplete Event B ‘Waiting For Approval ol Waiting For Revision
I2|—| Reqister For Event |__:§_! Modify Registration |_:d Unregister

B 1 Y v = 2 77| Event Reqistration
Cancel Event Revise Event |§TI Modify Event g Infarmatian
@ Delete Event @ Approve Event |@ Clase Event |ij.°|| Create Template

s 1 ko 100of 18 total 5 ] per page

Date ¥ Title and Description Location / Distance
Saturday 'Airworthiness for Airmen® o@ oy Broomfield, CO 80021
Sep 30, 2006 Jopic: Mamtenance and factors affecting E Yiew Map
7100 -am operations for pliots and avcraft mechanics. 3979 miles From 54123
MrMO312356 A day of free FAA Safety Seminars covering operational and

airworthiness subject areas applicable to all airmen and aircraft
mechanics, Piloks may receive a "wings" card and mechanics will
receive credit for renewal For each hour of class thew attend.

Evenk Registration InFormation

Event Registration Information

Below are the event statistics for the event yvou selected. Click here to return to the event list,

Event Information *Airworthiness for Airmen™
Saturday, September 30, 2006 at 7:00 &M

Located at:

Redstone Colege

10851 W, 120th Avenue
Broomfield, CO 80021

Select Number MMO312356

Event has been online for: 9.8 days

Number of Registrations: 11 reqgistrations, 14 attendees. ~
(Shiow Redistrations) Click here to print “2

Seats: 100 seats, 86 remaining.

Total Distribution Statistics

FAASafety.gov Users RE53 | T G371 Set#l
Users which are Opbed Out 482 AN
Total Emails to be Sent 6,371

Adrrnen frawm the Reglstry 1]

Invalich Postal Addresses 0

Total Postcards to be Sent 1]

Grand Total Motified 6,371

<2 Click here to download a CSY of the email distribution meeting these criteria
[EMAIL]

E3 Click here to download a CSY of the postcard distribution meeting these
criteria [POSTAL]

(Wote the files above may de large, so be patient with downlozds.)

By clicking on the Show Registrations, you will be able to view all registrants for the event and will be
able to modify, remove, or add registrants for that particular event.
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Event Registration Information

Eelow are the event statistics for the event you selected. Click here to return to the event list,

Event Information *“airworthiness for Airmen™
Saturday, September 30, 2006 at 7:00 AM

Lorgted gt

Redstone College

10851 W, 120th Avenle
Eroomfield, CO 20021

Select Number MMO312356
Event has been online for: 0.8 days
Number of Registrations: 11 registrations, 14 attendess, _
Click here to _..*(I?hde Registrations) Click here ko print -
hide registrants bi S00z0 09/20/2006
beche
MODIFY REMOVE
KEVINR
vt 80020 09202006
ki
Click here to i MODIFY REMOVE
modify registrants Bri S0004 09/20/2006
beo SMLCOMm)

MODIFY REMOVE Click here to
" add registrants

Seats: 100 seats, 86 remaining.

Total Distribution Statistics

FAASatety pov Users g853 | =0 6377 Set#l
Users which are Cpted Dot 452 iy Set
Total Emails to be Sent 6,371

Alrperfrorm the Reglistry ]

[nvalich Postal Adive s5e5 8]

Tot..al.Postcards. tﬁ be Sent 0

Grand Total Notitied 6,371

5 Click here to download a CSY of the email distribution meeting these criteria
[EMATIL]

& Click here to download a CSY of the postcard distribution meeting these
criteria [POSTAL]

(Note the files above may be farge, so be patiant with downioads.)

Clicking on the Hide Registrations, you will only be presented with Event Information and Selection
Statistics.

Clicking on the Modify link below a particular user name will allow you to add or modify registrants
under that user. In the case of a SPANS user, the event administrator will only be able to modify the
additional attendees and the phone number. If the registrant is not a SPANS user and registered
publicly, the event administrator will additionally be able to modify the name, email address, and zip
code.

As an Administrator, you can also remove registrants by clicking on the Remove link. Note: Removing
the original registrant will also remove any additional attendees that user has under him/her. You can
remove any additional attendees individually by clicking on the Madify link and then clicking on the

®  next to each additional attendee. Note: As soon as you click on the # the user will be removed.
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Event Registration Information

Please confirm that this is the event you wish to register for, and also provide the additional information
requested.

' ndicater a requived fiats, @ indicater an aervor)

& additional attendees Full Name
{excluding registrant)
¥ John Smith
% Jack Smith

aAdd New Attendee:
| Add

* Email reminder for this event? @ e, amail me |5 ¥ | days before the event

O Do not remind e

& Name (first and last) |James [Mckenna
* Email Address lirlstripes@hotrmalcom
® 7ip Code |§4123

Phone Number |

Event Information "Airworthiness for Airmen™
Saturday, September 20, 2006 at 7:00 AM

Located st

Redstone College

10851 W, 120th Avenue
Eroomfield, CO 80021

Dascristion:

A day of free FAL Safety Seminars

covering operational and airworthiness subject
areas applicable to all airmen and aircraft
mechanics, Pilots may receive a "Wings" card and
rmechanics will receiwe credit for renewal for each
hovr of clazs they attend.

| Continue || Cancel |

The event administrator can also add more additional attendees by clicking on the “Add More
Registrants” and using the drop-down to select the number of additional registrations. No email
notification will take place after modification. Event administrators will not be able to add more than
10 total additional attendees to any single registration, nor will they be able to add more total
registrants plus attendees than the current number of publicly available registration seats.
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Event Registration

Please confirrn that this is the event you wish to register for, and also provide the additional inforrmation
requested,

(@ indicafer a reguired Feld, ® ndrafes an eror]

® Number of additional
attendees {excluding

registrant) 0 "\it.litiunal attendess

* Would you like an email , email ma |5 % | days hefore the svent

reminder for this event? )
not remind rme

rthiness for Airmen™
v, September 30, 2006 at 7:00 AM

Fat:
2 College

. 120th Averue
i0  FEd, coso0021

DascHption:
A day of free FAL Safety Seminars

covering operational and airworthiness subject
areas applicable to all airrnen and aircraft
mechanics, Pillots may receive a "wings" card and
rmechanics will receive credit for renewal for each
hour of dass they attend.

® Mame (first and last) | |

Event Information

[rm W O B O

® Email Address |

* Zip Code l—

Phone Number |

3.4 - Event Cost Reporting

This report will provide information on events and their estimated/final costs. You will need to
provide a date range and the region or district. Click on “Generate”. The results are determined by
their region and the date range selected.

Event Cost Reporting

In order to generate an event cost report, please select parameters below:

From| dug v [31 v|2006 ¥|te[Sen v |20 v[znos v
Show only reports from | NM (Morthwest Mountain Region) v
Event / Estimated / Attendees /
Event Date Location Actual Costs Yariance Cost per Person
Puebla Memarial Airport Safety Day: Spit Fire Grill in the Terminal — $0.00 NaMN: 63
Seminars by the Pueblo ATCT and the . Building $0.00 $0.00
Faa Office of Rurway Safety Pueblo, 81001
Sak, Sep 9, 2006 NMO3
‘Safety Tips Derived from the Ever- Jeffco Terminal Building - $0.00 NaMN¥. 64
Present Possibility of Failure' Mount Evans Room $0.00 $0.00
Sat, Sep 16, 2006 Eroomfield, B0021
NMO3
Total Events 2
Total Cost $0.00
Average Yariance MaM%

Average Cost/Person $0.00

3.5 - Event Report Builder

To begin building a search select the link Event Report Builder from the left hand
navigation under Event Management.
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First step is to specify the search conditions you wish to search. Click on the green plus @
next to Search Conditionsin the below screen.

Event Report Builder

The first step is to specify the selection conditions you wish to search, Click on the green plus button next to
Search Conditions in the below screen, Next select the fields you wish to search by clicking on the green plus
button next to Selected Fields, Finally, once you have selected your fields, click on the Click Here at the
bottorn of the table to generate report results, You may also click bere to view the onlite heln manuals,

= |Download CSY File  [5|Download Excel File | 7|Load a Saved Repart )| Sawe Repoart | Craate Mew Repoart
E/ !@l ‘ig H Pararmeters lﬁ

Search Conditions: 31
(Mo search conditions specified; Retirning all records)

Sefected Fieids &1
Mo fields have been selected, Click Heve to Add 8 Field

When you click on the green plus (@l you will be presented with a screen to add a search condition to
this report, first select the Data Source and Field Name below. Next, select what operation you
would like to do on that field, such as "equals" or "less than" and type in the value you wish to
compare against in the Value field on the right.

For instance, if you want to search Events for Event Date greater than or equal to April 13, 2006 you
would make the following selections:

Event (in the first drop down)
Event Date (in the second drop down)
>= (in the middle drop down) (= is not equal to)

Enter the date in the Values field (Note that dates must be formatted as 'yyyy-mm-dd' i.e. 2006-09-
25. Also note that using like allows you to specify wildcards in text fields. Use the percent sign
(%) for the wildcard character.

After completing all fields, click on the "ADD" button. You can then close the window.

A https:/beta.faasafety.gov - Federal Aviation Administration - F... Q@@
-~

B\, Event Report Buitder

To add a search condition to this report, first select the Data Source and Field
Name below, MNext, select what operation you would like to do on that field,
such as "equals” or "less than” and type in the value you wish to compare against,
i the value field on the right,

Mote that dates must be formatted as yyyy-rm-dd’ (i.e. 2006-09-25). Also
note that using like aliows you to specify wildcards in text fields. Use the
percent sign (%) for the wildcard character,

Data Source and Fiafd Nawme Virfue (note fiekd tpe below)
lfvent Costs v_i = ¥ ‘
| Closzout Mumber in Attendance V_| ;‘:'ﬁr::':e Typet
.
< | » i
@ Dione é ® Intermet

Now that you have selected the Search Condition next you will select the fields you wish to search.
Click on the green plus 19/ next to Selected Fields as show below.
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Event Report Builder

The first step is to specify the selection conditions you wish to search, Click on the green plus button next to
Search Conditions in the below screen. Mext select the fields you wish to search by clicking on the green plus
button next to Selected Fields, Finally, once you have selected your fislds, click on the Click Here at the
bottom of the table to generate report results, vou may also click here to view the orling help manuals,

=||Crownload CSY File Drowenload Excel File Tj|Lead 3 Saved Report Save Report | Create Mew Report
B [ @ = |
= |- Parametets e

Search Conditions: & |Sort in Order By: 9

Events { Event Date = 2006-09-20 ]

B EEEIE

Sefected Fields &)
Nofields have been selected. Click Heve to Add a Fleid

You will be presented with a screen as shown below. Select the Data Source you would like and
then the Field Name below. Press the "Add" button to add your selected field to your report. To
select multiple fields, hold down the CTRL key as you click fields. After you have selected the fields
you would like to search click on the ADD button. Then close the window.

* note if you select a large number of fields, your browser will not be able to display all fields on your
screen and you will have a horizontal scroll bar.

2 hitps:/ibeta.faasafety.gov - Federal Aviation Administration - F... [ZHEJE'
-~

L Event Report Builder

To add a search condition to this report, first select the Data Source and Field
Name below, Mext, select what operation you would lke to do on that field,
such as "equals” or "less than" and type in the value you wish to compare against,
if the Yalue figld on the right,

Mote that dates must be formatted as “yyyy-rm-dd’ (j.e. 2006-09-25). Also
note that using like allows you to specify wildcards in text fields, Use the
percent sign (%) for the wildcard character.

Data Source and Flold Name Vaine (note fieid e below)
I
3| |

Figld %alue Type:
HNumreric

|

& |
@Dona é ‘ Inkernet

Now you can select which fields you would like your search to sort by. Click on the green plus @
next to Sort in Order By: as show below.

A https:/fbeta.faasafety.gov - Federal Aviation Administration - F...

L Event Report Builder
Select the data source and field you would like to order your results by,
Ascending means in smal-to-large order {alphabetical) and Descending is the
opposite direction (reverse-aphabetical),
Data Source and Fiaid Name Sort Order
| Event Costs v | |Ascendimg |
| Clossaut Mumber in Attendance ¥
& | ¥
@DDHE é ' Internet

Then simply select the Data Source and Field Name you wish to sort by and then select either
Ascending or Descending order. Then click on the ADD button and click to close the window.
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Now that you have defined your search parameters, click on the link to generate report results, Click
Here

You can then add other fields if you would like, you can also delete any fields by clicking on the red
B next to any field.

3.6 - Notice Management

Depending on the administrators permissions the below link may be available.

| Motice AMBazpagemant

| Create a New Notice

| Muodify or Revise a Nolice
Approve Motices

3.6.1 - Create a New Notice

Unlike events, notices may not be saved “in-progress”. You must complete the entire
notice in one session.

You can send out a notice to registered users of the site. When you click on this link you will be
presented with a form with the following fields.

SPANS Notice Management

To send out a notice, first fil out the folowing information, You may optionally upload accomparying files for
this notice. Uploaded files will be stored on the system and will MOT be attached to outbound emails, You
must provide links inside your notice content in order to allow users to view your documents.

(@ indicafer a reguired fald @ mdicates an errord

@ Subject / Title
Enter the subject or tille of this notice. This will appear in the subject line of |
erails,

* Type of Notice [[=elect Type] ~
* Notice Expires ®ves OMo

Expiration Date
Chaoose the last day you want the notice to appear,

“DeFault expiration date is 21 days in the Fature, Oct v |30 v | 2006 %
Uploaded Files Click here to upload files
ou may cub and paste these URLs inta your message below, Nio fler Aave been uploaded fo the sarver.

* Notice Contents
This will be the body of the ermnail notice,

BB ==

B 7 U Fot

® Send as Emergency?
Selecting this option will send this notice o all users with email addresses, = i —
regardless of registration skatus, 2 Yes, this is an emergency. (&) Mo

[ Mext Page | [ Cancer | [ Preview Fiyer |

The Send a Notice feature uses the same HTML editor as the event creation feature. Please see the
“HTML Editor” section for more information on how to use the editor.

Subject / Title- The title of the notice, which also appear as the subject line of the email sent.
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Type of Notice- The notice types are set by the National Safety Program Manager. You can select
from current list of types.

Notice Expires- You select either Yes or No. If you select yes, you can select a date to have the
notice removed. If you select no, the notice will never automatically expire. You can manually remove
the notice.

Expiration Date- This field allows you to select on which date the notice will expire and be removed
from the system. The notice will expire at 12:00 am on the date which you select. The default
date is set 31 days from the date you create the notice.

Uploaded Files- You have the ability to upload files to the server that will be sent as hyperlinks in
the notices. By clicking on the “Click here to upload files” link, you can then browse your computer
for the files you want to upload, and then add links to the uploaded files to the notice contents. See

image below.

| https:/ibeta.faasafety.gov - Federal Aviation Administration, - F... gli\

L Upload Notice Files

To upload a file, click the Browse button to locate the file on your machine, then
click Add. Mote that you may only upload PDF files, NDTE: It may take some time
after pressing the Add button in order to upload the file you have selected. Be
patient.

L _File to Upload

| (B
[ctose |
< >
@Dune é e Internet

Notice Contents- This is the text fields to type in the content of the notice.
Send Emergency- This is selected as a "Yes" or "No". If yes, all registered users will be sent the

email notice.
Please check with your supervisor before ever labeling a notice as an emergency.

After completion of the fields, you can then select the "Next" , "Cancel" or “Preview Flyer” buttons.
If you select the "Next" button you will be taken to a form that will allow you the ability to select the
distribution criteria as described in Create an Event section. Then by clicking on the "Next" Button,
the notice will be sent to the distribution list selected. The distribution criteria functions very similar
to the sending of events to airmen. There are no restrictions on the use of zip codes in the notice

section.

For more information on the use of the selection criteria, see the appropriate section under event
creation. Note that selecting criteria for notices will not restrict you to having a minimum of 200

airmen before sending the notice.

After selecting the distribution criteria, clicking on the "Next" Button will allow you will come to the
Submit for Approval page as show below.

*note if you have permission of an RFPM or higher you will get an “Approve” button in place of the “Submit for Approval”.
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SPANS Notice Management

Please raview the information about this notice, To send this notice for approval, click the Submit for Approyval
buttan below,

Subiject / Title Beta Test
Type of Notice Unapproved Parts Motification
MNotice Contents Beta Test - test anly

Send as Emergency Mo

Statistics Thiz ernall notice wil be sent to O emal addresses,
This naotice will be sent via postal mail to 0 physical addresses.
This niotice will cost $0.00 to send postal flysrs,

[ Previous Page || Approve || Cancer |

3.6.2 - Modify or Revise a Notice

For RFPM’s and higher, you will have the option to Modify, Revise, Delete, or Approve a Notice that
has been completed. Depending on the status of the Notice the appropriate icon will be listed to the
Right of the particular Notice.

SPANS Notices

This is a list of all Notices in your district/region,

Icon Status Legend

_j Incomplete Maotice E;} ‘Waiting Far Approval | Waiting For Revision 3 Approved Motice

|L_§: Modify Motice |31]] Revise Motice iai Delete Motice i@i Approve | Reject Motice
Resulks 1 to 10 of 50 total Shay e results per page

Date A Subject Notice Type

Sep 29, 2006 Test Motice iy General Information

Hotice #H40TC050L  Posted By: Naji _5

Sep 27, 2006 Beta Test E3 General Information
Motice #H4OTC0592  Posted By: BREMT AMDREW MORROW 2

Sep 27, 2006 Local Air Traffic Changes [3\ Lacal Air Safety Information
Motice #H40TCOS97 . Posted By Arman A

If you select to Modify a Notice you will be presented with the same pages as when you create a
notice. You will be able to modify a live notice. After modifying the notice page click on the
approve button. The updated notice will be posted on the site.

If you choose to Delete a notice, you simply click on the “"Delete” icon and you will be presented with
a confirmation screen to delete the icon. If you click on the “Delete” button the notice will be
permanently delete from the system.

SPANS Notice Removwval

Are you sure you wish to permanently delete this notice? Please review the information below and make
your selections appropriately,

Notice Date 09/29/2006 3:03 PM

Notice Type Unapproved Parts Notification
Notice Subject Beta Test

Contents of Notice Beta Test - test only
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3.6.3 - Approve a Notice

Notices will not be sent after the final page (unless you are an RFPM or higher), instead, an email will
be sent to an administrator of the current user (unless the current user is an RFPM or higher)
indicating that a new notice needs to be approved.

Unlike events, notices may not be saved “in-progress”. You must complete the entire notice in one
session.

Administrators will have the ability to review notices submitted by user under their direction. After
reviewing, administrators can either accept, or reject the notice. There is a text box for
administrators to provide feedback on items or areas that need to be modified before the notice will
be approved, if the notice is rejected, an email will be sent to the submitter notifying them of the
changes that need to be made. If the notice is approved, the submitter will receive an approval
email.

SPANS Notice Review and Approval

Review the details for this notice, then select the approval option at the bottomn. If the originating FPM needs
to make changes before approval, fill in your message to the FPM in the box at the bottom, select "Reguire
Changes", then press "Continue”,

Notice Date 09272006 9:34 AM

Notice Type Local air Safety Information

Author airmnan (airmnan@faasafety. goy)

Motice Subject Local Air Traffic Changes

Contents of Notice Local &ir Traffic Changes for the month of
October

Print Flyer

If applicable >

Print Cost Estimate
Printing Costs £0.00

Distribution Criteria

Total Distribution Statistics
FAASafety.gov Users
Users which are Opted Dot

@ Set #1 L1
" # L

Wiews Seb

Total Emails to be Sent
Alrreen frokn the Registny
Imvalict Postal Addresses
Total Postcards to be Sent
Grand Total Motified

2l 0 |eiah o | alia

* Notice Approval
Fill i the notes below if this . 5
natice requires changes, & Apprave Notice or © Require the Changes Below

¢ Change Notes

Only if you zalectad Require
the Changes Below,

[Save ][ Cancer |

3.6.4 - Creating Notice Groups

The first step to creating a new notice group is to contact Gold Systems through Jim Pyles and the
Region and District of the new group can then be created.

After the group is created you can then follow the below steps.
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3.6.5 - Notice Permission

When providing permission for notices you can create users who only has the ability to
Create (modify) notices or you can also provide permission to Approve or Decline notices.
*note only users with permission to manage users and who have the permission can add
permissions to other users.

Under the User Management you can provide permissions as below.

Creator (modify) select under Notices, the particular Notice type (for instance SPANS Notices,
ATC Notices, etc)

Notice Management (Approve/Decline) select the above permission and also provide under
SPANS Management Notice-Management. You must also modify the User Type to Be RFPM.

*note that creators or approvers of notice types cannot modify live notices. Only
administrators have the ability to modify live notices.

3.6.6 - Creating a Notice Type

In order for a user to create a notice there must be a notice type which corresponds to their
Region and District. For instance, If you would like a user to be able to send NACO notices,
the user must have the proper permission as well as have the correct Region or District
selected, NC (NACO Region) or NC1 (NACO District). Only an administrator can create a
notice type under Content Management and then the link, Notification Type Management.
When creating the Notice Type, you must check the appropriate permission and then click on
Save. Only these Notice Types will be offered when the user creates a notice.

After you have correctly set the permission and provided a Notice Type that corresponds to
the District or Region will the notice creator be able to create and modify notices.

3.7 - Content Management

3.7.1 - List FSDO’s

This will provide a list of FSDOs you may view or edit. If a FSDO is not in this list, the FPM has not yet created a
record for their own FSDO. You may edit any existing FSDO by clicking the modify icon next to it.

FSDO Management

This is a list of FSDOs you may view or edit. If a FSDO is not in this list, the FPM has not vet created a record
fior their own FSOO, You may edit any existing FSDO by clicking the modify icon next to it

EADL (albary) 7 Birport Park Bled MODIFY
(518) 785-5660 Latham, MY 12110-

EAD3 (Allegheny) 101 Towne Square Way MODIFY
(412)386-2580 Pittsburgh, PA 15227-

5011 (atlanta) 1701 Columbia Avenue MODIFY
404-305-7200 Su.ite 2-110

You can then edit the FSDO information and click on “"Continue” then by clicking on the “Save”
button on the next page
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Edit FSDO Information

Change the FSDO information below as needed, then press the "Save" button,
(@ indicates a required field, @ Indicates an errar)

FSDO Identifier EAD1
* FSDO Name | b
Such as "Salt Lake City", Albarry

® FSDO Address
Enter the physical FSCiT address
here,

|7 airport Park Blvd

Lathiam LNy 12110

* FSDO Phone Number
et | ph bt For thi
RS (51B) 7855660 (000} 000-0000

| Continue | | Cancer |

3.7.2 - Local Contact and Facilities

This section will list facilities currently in the system that are within the district or region of the
administrator that is logged in. you can filter by the following categories:

All

Airport
FAA
Counselor
Other

You can also add a facility by clicking on the "Add Record" link. You will then complete the following
form and click on the "Save" button.

Contact & Facility Management

This is the list of contacts and faciities currently in the systemn that are within your district or region (AFS,
Mational), You may create new contact or facility records by clicking Add Record, You can modify and delete
contact or facility records by clicking the appropriate link next to the record.

3 bobal records Show facilities from

1T [Showe all] NMD]‘ h _Seattle) i |
r ] » Add Record
Ai t
Type ngor Lddress Location
Fad g‘;—‘:”“'w ht Standards MODIFY DELETE  Seattle
1=

e

1601 Lind &ve SW, Suite 260
Renton, Wa 95057

Ph: (425) 227-1813

Fad Paul &. Pritchard MODIFY DELETE  Seattle
safety Program Manager (A
1601 Lind Ave, SW
Renton, W 95057
Ph: (425) 227-2324

Fad David A. May MODIFY DELETE  Seattle
Safety Program Manager (Ops)
1601 Lind Ave, SW

Fenton, W 93057
Phi (425) 227-2567

3.7.3 - Seminar Suggestion Topics

This feature allows administrators an interface to add and remove items from the Site
Suggestion page.
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Suggestion Topic Management

Eelow is a list of all topics that will be displayed on the Site Suggestions page. You may add and rermove topics
from this list wsing the links and field provided, & maximum of 20 topics may be in this list,
Use the ® jcon to delete topics from this list,

Aeronautical Decision Making
Aircraft Records

Airspace

Controlled Flight into Terrain
Density Altitude

Human Factors

Icing

Loss of Control

Mountain Flying

Preflight Planning
Regulations

Runway Safety

Survivahility

Temporary Flight Restriction
Washington D.C. ADIZ
Weather

KoM N X X M M XK NN K XXX

Add Topic:

3.7.4 - Notification Type Management

This feature allows administrators the ability to manage notice types. It also provides the ability to
“Add New Notice Type”.

SPANS Notice Types

Belowr is a list of all notice types currently in the systam,

i iDa\eta Notice Type

» Add New Notice Type

3 I! lodify Matice Tvpe

Motice Type Per

Local Air Safety Information SPANS Matices
FAA Newsletters SPANS Motices
Airworthiness SPAMS Motices
Repair Station SPENS Motices
General Information SPANS Motices
Flight Schools & CFIs SPANS Motices
Unapproved Parts Notification SPANS Motices
MNew faasafety.gov Features SPANS Motices
FAR Part 91,135 Turbojet Dperators SPANS Motices
ATC Notices ATC Motices
Mew Airspace Concerns AS0-530 Airspace Motices
FAA Charting Information MACD Motices

To manage a notice type simply click on the Modify button and then modify the description and the
permission and then click on “Save”.

Notification Type Management

Use the form below to add/modify the information about this notification type.
(@ mdicafer a required fiald, @ fditaters an arror!

* Description

Deseription for this natics type |Local Air Safety Information

* Permissions
Select permissions required to create notices of this bype,

[[] AS0-530 &irspace Motices
[ ATC Motices

[ MACO Motices

SPANS Motices

] TS& Motices

[Save | [ Gancer |
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To “"Add New Notice Type” click on the link and the complete the form and click on “Save”.
Notification Type Management

Use the form below to add/madify the information about this natification type.
(& indicates a required fiald, ® indicates an ervor)

* Description
Drescriptian Far this notics brpe

' spellaer?;irsrﬁg:ns required to create notices of this bype, [ A50-530 Aitspace Matices
[ ATC Motices
[[] WACO Matices
[ sPaMsS Notices
[ T5& Motices
® Set User Preferences

If yes, this notification type will be added to all airmen preferences, USE WITH |:|
CAUTION.

[Save | [Cancer |

3.7.5 - District Management

To manage the district simply select a district from the drop down list, you will them be presented with the
below screen where you can add a county. You can also check for “holes” (counties which are not assigned to a
district) by clicking on the link in the top header.

District Management

Thisz list of districts can be modified by clicking on the Modify link next to a disttict, To check for
"holes" (counties which are not assigned to a district), dlick here,

State County Code
MMO1 (Seattle) v ' Add County

State Counkty County Name

wWa 009 Clallam DELETE
wa 0z7 Grays Harbor DELETE
wa 029 Island DELETE
wa 031 Jefferson DELETE
wa 033 King DELETE
wa 035 Kitsap DELETE
wa 041 Lewis DELETE
wa 045 Masan DELETE
W 049 Pacific DELETE
Wa 053 Pierce DELETE
W ass San Juan DELETE
wa 0s7 Skagit DELETE
wa 061 Sniohomish DELETE
wa 067 Thurstan DELETE
wa 073 ‘Whatcam DELETE

3.7.6 - Marketing Text Management

This feature allows administrators the ability to create text that will appear on the public home page,
bottom of outgoing email, and on automatically generated PDF flyer documents. Make any changes
as desired below, then press the "Save" button. These changes will take effect immediately on the
home page and on any new email and PDF documents. To remove any marketing text in these
locations, delete all text in the field below.
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Marketing Text Management

The text in the box below will appear on the public home page, bottom of outgoing email, and on
automatically generated PDF flyer documents. Make any changes as desired below, then press the
"Save" button. These changes will take effect immediately on the home page and on any e emal and POF
documents, To rernove any marketing text in these locations, delete al text in the field below.,

Marketing Text

Safety is & learned behavior...Learn to be
safer at the Learning Center found on
FiiSafety.gov

[Save |

3.7.7 - New (Hot Topics) Management

News Management provides the ability of administrators to update the new blurb on the home page
of the FAASafety.gov site. The news posting is found in the lower left hand corner under the public
links. The two most current news items posted shows up on that home page. Users can link to all
news items from that page or from the “"News” link in the top navigation.

To add a news item, complete the below fields and then click on “Add”, you will then be able to
review and “Save” the news item.

News Management

Add a News item by filing out the fields belaw, or manage exsting News items by cicking on Modify, Delete or
Revigw.

(® ircfcates & roguied field, @ fdicates an arvor)
Click here to view the st of cLrrent news items,

Add News
* Topic
* Author
* Blurb
Content:
4 BB BIUE=E oo [rm v |[se v A,
w

b v (3 i |

3.7.8 - Online Resource Management

This feature allows administrators the ability to create Online Resources. Administrators can add an
Online Resources category by filling out the fields below, or manage existing categories by clicking on
Modify or Delete. Click on Manage to manage the links associated with the category.
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Online Resource Management

Add an Online Resources category by filing out the fields below, or manage existing categories by clicking on
Modify or Delete. Click on Manage to manage the links associated with the category.

(@ indicates a required fiels, @ mdicates an errord

Click here to view the list of current categories.

Add Category

* Name |
® Master Category Resources for Pilots v
Description
Mame / Master Category Description
Resources for Pilots:
Aircraft & Airworthiness  Links bo FAA airworthiness info and industry safeby postings :a‘;":r["
MANAGE

Airspace Links to information on airspace MODIFY

DELETE
MANAGE

3.8 - User Management
Depending on the administrators permissions the below link may be available.

Find a User to Manage
User Statistics Report
User Role Audit Report

3.8.1 - Find a User to Manage

From this link you will have the opportunity to search for a user in your region by completing any or
all of the following fields and then by clicking the "Search" button.

Find a User

To locate a user, fil in any of the search fields below, This will search for users matching the criteria below that
are within your district ar region, which is AFS, You may use a wildcard (%) in any field except Airman Id. If
you get too many results, refine your search criteria further to narrow down the results, NOTE: The “Airman
ID" is NOT the airman's certificate number.

First Name Last Name Airman ID Show Only {blank for all}

[ administratar

[l Nem

[ repm

o ==
[ atc

D Representative

[ airman

[ user

Email Address

If you would like to do a database search by a single initial, for instance “a”, you can do so by putting
in an asterisk (*) after the first initial in the name field and clicking on the “Search” button.

You can also check if you want to only show a specific type of user, such as an Airmen or
REPRESENTATIVES, etc.

After finding the user that the administrator is looking for, they can then either "modify” or “delete”
that user.

Only site administrators can “delete” users from the site. If you do not have permission to delete a
user, this link will not appear.

3.8.2 - Modify/Edit a User

You can modify the fields below for users under your direction: Please note, changing the “Type of
User” field does not change that user’s permission. Please see Permissions below to modify the user’s
roles and permissions.
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*In order for the system to correct approve events and notices, if you assign a user the
permission of an FPM, their role must also be an FPM (the same is true for
representatives, etc.)

From the Edit a User screen, you can modify the users name, region/district, address, zip code,
phone number, type of user and password.

If you modify the type of user, for instance, if change the user type to FPM, you must then select a
district or region that corresponds with that user.

Edit a User

The following information can be changed for the user vou have selected. Press Cancel to return to the user
list,

" NOTE: Do not use this user management feature without readinng and understanding the
2 administrative user manual. Click fere to access the current user manual.

(& indicates g required field, @ Indicates an ervor)

ihlstripes@hotmail.com

® Uker’s First and Last Nawe [ames [Mckenna

® Ukor's Rogion / District [ ; ; |
This iz the region for which this useriz | M (Morthrest Mountain Region) |

authotitative (jF applicable),

Address and Zip Code |
nly enter the street address here,
The city and state will be retriewved |
based on the zip code of this user, May
also be used For type of " . .
Representative including falds of Zip Code: 84123 Salt Lake City, UT

expettize or specialities,
Phoae Number

The phone nurnber is optional, but

recornmended for ASCs, SPMz,
REPMs, and HSPM:,

* Type of Lker | |
The user type is OMLY For determining | | e !
hierarchy (such as an FPM is under an
RFPM). This does NOT change a
user's permissions!

Change Password

Ta change this uset's password, type
in a new password here, Leaving this
field blank: will laave this usar's
password unchanged,

d Roles

! Aviation Learning Center

] Consumables Administration
] Content Subsystems

- FLAM Administration

i Global Administration

] Motices

] SPANS Management

£ WINGS

| [Seve] [anear |

3.8.3 - Permissions/User Roles

*If you do not know which permissions you need to add for a particular user, please
select the default roles (General Purpose Roles) or contact your administrator or Jim
Pyles.

You can manage the user’s permission under the Users Roles Assignments. There are various Roles
that a user may be assigned. By clicking on any of the folder icons, you can then view which
permissions in each category are available.

You are only allowed to provide users the same roles/permissions (or less) as you are currently
assigned.

General Purpose Roles-

The General Purpose Roles are roles in which the general managers, for instance REPRESENTATIVES,
FPM, RFPM, or NFM, have assigned as their default roles. Use this area if you are assigning a user
with the general or typical roles they would have in their position, for instance select FPM if the user
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you are modifying is an FPM and this user does not need access to anything outside of the normal
FPM responsibilities.

Each of the areas below General Purpose Roles are roles that are assigned individually, many of
these roles may be assigned to a user by selecting the General Purpose Roles above, for instance
RFPM's by default are provide access to user management, reporting, and other areas of the site that
can be individually assigned to a user. If you would like to assign additional roles to a particular user
you can do this on an individual bases by assigning the roles below.

*Note, the Public Page — Logged-in Users should always be checked by default, if this is not checked,
logged in users will not have access to view logged in pages.

12l 1-General Purpose Roles
© [7] General ASC Functionality

@ [] zeneral NSPM Functionality
@ [] General RSPM Functionality
@ [ General 5PM Functionality

5] [ ]Public Pages - Logged-in Users

Under each of the roles, if you expand the € you will then see all permission under that particular
role as show below

@ [#] General RFPM Functionality
Consumables tem - (1) Geperal tems
Consimables ther - (2) Specially terms
Events - Appraval
Events - Persongl Event Termplate Management
O Fyents - Report Bullder Tool
FLAM Interface - FAA Oniy tems
FEO0 Mapagement - Manage Regian FSD0
O General FAVM Fanctiohality
Motices - Aporoval
Frint Costs - Reglonal Management
O rupiic Fages - Loggectin Users
Uzers - Find By Permission or Role
WINGS - Adminisirative Reports
WAING S - Credit Aporaval
WINGES - Offfiine fems Administration

Aviation Learning Center-

These roles pertain to the learning center, you can allow access to be a document author or approver
in the ALC Library, or you can select the user to be a course creator, approver or administrator in the
ALC Course. You can also select the user to have access to ALC general reporting.

*Note, the ALC Courses — General Public Functionality should always be checked by default, if this is
not checked, logged in users will not have access to view ALC pages.

il Aviation Lea rning Center

ALC - General Reporting

[} []ALC Courses - Course Administrator

5] |:| ALC Courses - Course Approver

L] []ALC Courses - Course Creator
[ ]ALC Courses - Delete Courses
[ ]ALC Courses - General Public Functionality
[ ]ALC Courses - Lookup User Completed Course
[JALC Library - Delete Document

(3] |:| ALC Library - Document Approver

@ [] ALC Library - Document Author

Consumables Administration-

By selecting this role, you can allow the user to have access to manage the FAASafety.gov
consumables.
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*Note, the Consumables — Place Order should always be checked by default, if this is not checked,
users will not be able to place orders.

] Consumables Administration
Consumables - Administration
[ ]cansumables - Place Order

Content Subsystems-

This area pertains to managing content on the FAASafety.gov system such as news items, the
highlights section on the home page, hot topics, online resource management, seminar suggestion
topic management, and notification type management.

il Content Subsystems
5] [[]5ystem - All General Systerm Content

FLAM Administration-
This area is for future development and these roles do not pertain to a current section of the site, but
have been created for future development of the FAASafety.gov system.

-] FLAM Administration
- @ []FLAM - System Administration

Global Administration-

These roles pertain to the administration of the FAASafety.gov, specifically to providing full
administrative functionality as well as access to permission and role management and search engine
management.

1 Global Administration
@[] Administrative - Full Functionality

[ ] 5vstem - Permission and Role Management
|:| Syskem - Search Engine Management:

Notice Management-
These roles pertain to the administration of the FAASafety.gov, notices. Each of the notice
management areas can send notices based on which group they belong to.

1] Notices
& [#] A50-530 Airspace Notices
@ [#] ATC Motices
O [ MACO Motices
O [#] SPAMS Motices
O [#] TSA Motices

SPANS Management-

These roles pertain to SPANS management including access to administrative reporting, mailing list
management, geographical statistics on user and events, notice management, and other
administrative roles on the FAASafety.gov system.
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il SPANS Management
Events - Advanced Search

[]Events - Approval
L] [ ]Events - 5PM General Management
[] Geographic Statistics - Administrative Downloads
[ ] Geographic Statistics - General Functionality
[ ] Geographic Statistics - National Administration
[ ] Mailing List Management
[ ] Matices - Approval
[]Motices - Management
& []Print Costs - Administration
[ ] Print Costs - District Management
|:| Print Costs - Regional Management
[ ]Reporting - Event Costs and Information
[ |Reporting - Extended General Statistics
Reporting - General Statistics
[[]Users - Find By Permission or Role
Users - Management

3.8.4 - Delete

You can delete a user from the site. If you click on the "Delete” link, you will be presented with a
page that asked you to confirm the deletion. If you click the "Delete” button, that user will be
deleted from the site.

Use the permanently delete feature with caution! Check with a supervisor before ever using the
delete function. This feature will delete all events, notices, and event costs that were originated by
the selected user. This data cannot be recovered once deleted.

3.9 - User Statistics Report

The User Statistics Report provides a snap shot of the current use of the FAASafety.gov system.
3.10 - FAASafety.gov Tools

3.10.1 - Geographical Statistics Tool

The geographical Statistics Tool is very much like the “Distribution Criteria Selection” tool that is used
when adding a new event. Using this tool you can calculate the number of airmen that fit the
specified criteria. This tool is only available to those with permission of RFPM and higher.

*note, only RFPM’s and higher will have the links to down the statistics to a CSV file.

FAASafety.gov version 5.0 Help Manual 43



Geographical Statistics Tool

This tool dlowes you to select any geographical or user information and retrieve statistical information based on
your selections. When selecting geographic parameters, you may click the ® icon to remove a specific
selection,

Distribution Criteria

S --Ignore All Uzer Praferences-- R

Total Distribution Statistics Add 5et @
FAA Safeby gov Users
Users which are Opted Ot

You have not defined any selection ssis.
Cregte 3 New Set

Total Emails to be Sent
Alrken fror the Registiy
Invali Postal Adifresses
Total Postcards to be Sent
Grand Total Natiffed

o Qo o Q o0

Usethe 'Wodify Set" link above, or click "Add Set'lo create a new set.

A Click biere to download a CSY of the email distribution rmeeting these criteria [EMAIL]
EJ Click here to download a CSY of the postcard distribution meeting these criteria [POSTAL]
(Wate the fifes above may be large, so be pabient with downloads.)

A selection can be made using any number or combination of Zip Codes, Counties, or States to
generate the geographical area from which you want to draw your results. This area can then be
narrowed by the Certificates and Ratings, and /or User Types of the specific users you are searching
for.

To view the full capabilities of the Distribution Criteria please see Selecting Distribution Criteria
in section 3.2.2.1

3.10.2 - Mailing List Manager

The Mailing List Manager utility allows administrators the ability to remove airmen from any printed
material originating from the FAASafety.gov. Airmen can be removed because of a returned postcard
or due to a request from the airman to not receive mailings any longer.

From the link, “Mailing List Manager” under FAASafety.gov Tools, you will have two options, “Search
for Airman to remove from the mailing list”, and “View the list of Airmen that have been removed
from the mailing list”.

Search for Airman to remove from the mailing list

From this link you will have the option of searching for airman by Last Name and Zip Code, just by
Zip Code or by the Postcard Id (this Id will be on each returned postcard). The Postcard Id can be
entered using the bar code scanner, or by manually entering the Postcard Id from the return
postcard.

If you search for airman manually by Postcard Id, you can then remove the user by simply clicking on
the Remove link and selecting a reason why the airman is being removed and then by clicking on
Continue.

If using the bar code scanner, you scan the Postcard Id, scan the reason and the airman will be
removed automatically.

Mailing List Management - Airman Look

» Back To Mailing List Managernent

Flease fill in the form and dick the "Search" button to find an airman. You may use a wildcard (*) in the Last
Mame fisld.

Paosteard 1d. Last Name ZIP Code
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View the list of Airmen that have been removed from the mailing list

By clicking on this link, you will be displayed a list of airmen that have been removed from the
mailing list and have the option of downloading this list to a CSV (comma separated value) file. You
can re-add this airman to the list by clicking on the link, “Re-add to list”

Mailing List Management - Removed Airmen

» Back To Mailing List Managerment

This is a list of airrmen who have been removed from the mailing list, Click here to download the entire list as a
Sy file,

Last Marne Fist Narme ZIP Code

Items 1 to 100of 7943 total Shiow e lbems per page Next 10 »
Postcard  Airman Address Reason
id
4309030 b MOHAMED PO BOX 4023 OAKL A Bad Address  Re-add ko

Lisk

3.11 - Print Budget Management

This will allow the National Safety Program Manager to specify the national mailing budget, and allow
RFPM's and FPM’s the ability to manage their budget. The budget will be automatically maintained by
the system and track, costs and remaining funds available on a local, regional, and national scale.

After the NFM adds funds the RFPM will need to distribute funds to their individual districts. This will
be accomplished through the use of the Print Budget Management. Depending on your permissions
you will be able to access the various links below.

Print Bedgot
Nanagement

'My Funds"
Add Funds

Distribute Funds
Move Funds
Remove Funds
Funding Reports
Zero Budgets

Force Printing

3.11.1 - My Funds

The My Funds screen will allow administrator to see a “snapshot” of their current funds as of the
current date.
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Print Budget Management - “My Funds™

This tahle shows a snapshot of your current funds as of 9/20/2006 5:16:22 PM.

Current Print Funds for AFS
Awallable, Unaliocated Funds $36,587.46

Allocated Funds $0.00
Allocated Funds + Approved Funds $0.00
($206.69)

$36,587.46

$0.00

This table shows a snapshot of funding in districts/regions below you as of 9/29/2006 5:16:22 PM,

unplanned Funds Allocated for Approved
tices  Funds

4000 ($206.69)

Actual Spent Actual
Funds Ea

3.11.2 - Add Funds

Thisfunction allows the NFM to add funds, after thisthe RFPM will need to distribute funds
to their individua districts.

Print Budget Management - Add Funds

To add funds, enter in the amount and description of the transaction below, After adding funds, you may
distribute funds.
(& indicates @ requived field, @ Indicates an ervor)

* Amount to Add
This armount will be added to I:I
yaur budget,

* Comments

Deescribe the reszon or source |
of thiz tranzaction,

Current Funds
Nationally e ds $36,587.46
$0.00

$0.00

($206.69)

$36,587.46
$0.00

3.11.3 - Distribute Funds

The Distribute Funds screen will allow administrators the ability to allocate funds for their various
regions or districts. *note the numbers illustrated below are not actual and are only for
demonstration purposes. This screen will also show the administrator the percentage of airmen as
well as the number in each district. This screen will also show current funds already allocated to each
district.
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Print Budget Management - Distribute Funds

Available funds for distribution are shown below, Specify the amount to be distributed and dick ‘Recalculate’ or
adjust manualy below,

' indi & required fisld, @ fndi an erar)
Unallocated Funds for NM %100,439.09
® Amount to be Distributed [0.00 |Recalculate
Region, District Amount to Distribute /

[Current Unallocated Funds]

® NMO1 - Seattle 0.00
253.38%, 23,737 airmen | st
[Current: $0.00]

* NMO3 - Denver

24.74%, 23,133 airmen .00

[Current: $0.00]

% NMO< - Casper D DD
2.72%, 2,539 sirmen l_t'.mmh T
® NMOS - Helena A mn
5.6%, 5,241 airmen [?:EE T
ent !
* NMO7 - Salt Lake City 0.00
13.9%, 13,001 sirmen - 5 60j
[Current: S0
* NMO9 - Portland 0.00
16.26%, 15,205 airmen [.[' : $000_|
urrent: $0.00]
*NM11 - Boise [o.oo

4.61%, 4,308 airmen |
[Current: $0.007

* NM13 - Spokane
6.79%, 6,347 airmen

urrent: ($16.20)]

Total of Above (automatically Updates)
Thiz walue rust match the amount entered in 0.00
‘Brnount to be Distributed" abowve .

The administrator will enter an amount in the Amount to be Distributed field. The administrator can
then click on the Recalculate ptton which will evenly distribute the amount to be distributed based
on the number of airmen in each region. The administrator can also simply enter amounts in the
fields next to the region or district and distribute those funds. The Total amount cannot exceed the
Amount to be Distributed. After verifying the amounts are correct, the administrator will click on the
Continue button which will present a screen for the administrator to verify the action and then
Confirm the action.
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Print Budget Management - Distribute Funds

Avallable funds for distribution are shown below, Specify the arnount to be distributed and dlick Recalculate’ or
adjust manually below.

(@ indicates a required field, @ Indicates an error)
Unallocated Funds for NM %100,439.09
® Amount to be Distributed 15000.00 Recalculate
Region/ District Amount to Distribute /
[Current Unallocated Funds]
* NMO1 - Seattle 3807.63

25.38%, 23,737 airmen —
[Current: $0.00]
* NMO3 - Denver [9710,74

24.74%, 23,133 airmnen T |
[Current: $0.00]

% NMO< - Casper |ag7.20
[Current: $0.001

2.72%, 2,539 airmen

* NMOS5 - Helena
5.6%, 5,241 airmen

* NMO7 - Salt Lake City
13.9%, 13,001 airmen '2085'48 -
[Current: $0.00]

* NMO09 - Portland [2q=20 0=
16.26%, 15,209 airren 243902 |
[Current: $0.00]

* NM11 - Boise F
4.61%, 4,308 airmean 69104 PUTR |
[Current: $0.00]

* NM13 - Spokane 101811
6.79%, 6,347 airman .[:!:m-.-e.n.t: ($i520)]

Total of Above (sutomatically Updates) o
Thiz value must match the amount entered in 1500000

‘amount to be Distributed’ abowe

3.11.4 - Move Funds

The Move Funds screen will allow the administrator the ability to transfer funds from one district
(region). Only funds that are Unallocated can be transferred. After verifying the amounts are correct,
the administrator will click on the Continue button which will present a screen for the administrator to
verify the action and then Confirm the action.
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Print Budget Management - Move Funds

Select the source and destination to move funds, then enter the amount and reason below.
(@ indicates 3 requived feld, @ Indicates an error)

Unplanned Allocated for Approved Actual Actual
Funds Events /MoticesFunds Spent Balance
Funds
$100,439.0940.00 $0.00 ($394.62)  $100,439.09
$0.00 $0.00 0,00 I Topgeeln) $0.00
$0.00 40,00 $0.00 (f4EE.000  $0.00
$0.00 $0.00° 40,00 0.0 $0.00
40.00 0,00 40,00 (423,75 $0.00
$0.00 $00,00 0,00 $840.90)  $0.00
£0.00 40,00 40,00 (454, 35) $0.00
$0.00 40,00 40,00 .00 $0.00
{$16.20)  $16.20 40,00 ($409.200  $0,00
$100,422.89%16.20 $0.00 (%2,276.02) $100,439.09
* Transfer Funds From [ ]
* Transfer Funds To [ I

* Amount to Transfer

* Comments
Describe the reason For this
tramsaction,

Administrators will have two reports available, General Ledger and Funding Status.

3.11.5 - Transaction History Report

The Transaction History Report will provide the administrator with transactions based on the dates
selected by the administrator. The Report will default to the last seven days from the current date.
The administrator will also be able to select specific regions or districts as well as the ability to
download the report as a CSV file.

Print Budget Management - Reports

The Transaction History shows all actual transactions for a particular budget, This transaction
history report does NOT show allocated or alocated and approved funds, It only shows monies
that have been actually debited or credited from a budget. To see a list of events or notices
which may have funds allocated, approved, or spent, use the Funding Status Report.

To generate a transaction history report, select your parameters belowe,

From [1un ¥ [1_w[2005 ¥]to|Dec v2g v]2005 v]

Show M (Northwest Mountain Redion) | [] and all below ﬁ

Transaction Types | [show all transaction types] v

Trans. Date User Budget Debit Credit
10J26/2005 Jirny MM $2,067.51
10:39 am fasbeta@earthlink.net AL Sistbution

Move Funds From AFS ko NM. Comments: Distribution From AFS to MM
11f15/2005  Chuck HM ($525.88)
10:16 am chuck. sicotte@faa.qov Ao Sistribution

Mave Funds Fran MM Ea NMOL, Comments: Distribution From MM ko MMO1
1171572005 Chuck MM ($142.35)
10:16 am chuck, sicotte@fas qov ~Lcl Db ubian

Move Funds From MM to NM13, Comments: Distribution From MM to MM13

Total Balance $0.00 ($2,067.51) $2,067.51
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3.11.6 - Funding Status Report

The Funding Status Report provides the administrators the ability to view the print cost report. This
will show all costs associated to printing based on region or district, by individual event or notice. The
administrator must select a funding type (all, allocated, Allocated and Approved, Approved, Approved
and Spent, or Spent Only). The administrator must then select a region or district. Then click on
Generate and the system will generate the report based on the parameters specified.

Print Budget Management - Reports

To generate a print cost funding status report, select your parameters below:

; [all] v
Funding Status Type | [all] | BB GENERATE

bt D
Show | [select fram th Alocated Orly nd all below

Allocated and Approved
Approved Only
|Approved and Spent
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